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1. Introduction

The Judicial FICA application allows entry and modification of FICA related information for
Probate, Circuit and District judges in Michigan.
This document contains information and instructions for the FICA Contact.

2. Contact Information
For help with the Judicial FICA Application please contact:
JoEllen Shaler

ShalerJ@courts.mi.gov
517-373-5543

For help with payroll / FICA information please contact:
Terry Anthony

AnthonyT@courts.mi.gov

517-373-0369
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3. Logging into MCap

The Michigan Courts Application Portal (MCap) allows access to the applications that a
person is able to use. To log into MCap navigate to: http://courts.mi.gov/mcap/
You will see the MCap Login screen (Figure 1):

; MCAP Login - Microsoft Internet Explorer o ||:||1|
File Edit ‘Yew Favorites Tools  Help | .#’
. = \ g |, A - ) LS ; - 3 T4 — | .
& Btk o |£| @ ol | - Search \ﬂ(\-’ Favorites {; {7 == — “
Address @:ﬁ http: ffcourts. mi, gov/mcap) j &0 |Link5 »

- Michigan Court

Appﬁmﬁmﬁ Portal Michigan Supreme Court Applications

You are not currently logged in.

tilities el

User Name: ||

Paﬁword:l
Reset Password MCAP Help Desk
If you've forgotten wour passwaord, or it is now invalid, you can « Submit an error report.

request a new one.

= Ask a question.
= View frequently asked guestions.

To report problems with the Michigan Court Application Portal, please visit our Help Desk.
This site has been optimized for Microsoft Internet Explorer 5 .x and above.

w
4| | b

|i&] Done [ [ [ | |4 mternet

o

Figure 1: Mcap Login Screen

Enter your User Name and Password and click the Login button or press the Enter key.
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4. Accessing the Judicial FICA Application

The MCap screen will change, displaying a drop down list of the applications you are able
to use (Figure 2). Select Judicial FICA and click the GO button to the right of the drop

down list.

“} MCAP Login - Microsoft Internet Explorer Y =] |
File Edit “iew Favorites Tools  Help | f
- o~ n T 1
- - | - N ) L i i £ S -
O Back \_’)l \ﬂ |EL| | - Search N Favorites { = o
Address @I https/fintrafMcap/login, aspx j Go | Links **
Logout —

Michigan Court

ApplicatinPorial Welcome to the Supreme Court Intranet

==

Welcome, Steve Hartmann

Applications - Litilities -

GOLJSIEI Search |

Applications

E|<S]elect Judicial FICA |
Change Password MCAP Help Desk
Change your password for MCAP. * Submit an error report.

= Ask a question.
* Download user guides.
= Wiew frequently asked questions.

Supply and demand

To repart problems with the Michigan Court Application Portal, please visit our Help Desk.

Jessica Minnema on Thursday Thiz gite has been optimized for Microsoft Internet Explorer . and above.

wandered into the sparse,
guieter end of MSU's teachers’

job fair. [more]

Current Weather

|48909

|

-l

|.§j I_ ’_ I_ I_ ’_ |‘J Local intranet

Figure 2: Mcap Screen with Application Drop Down selected

You can also select the application from the Applications v Menu list (Figure 3).
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CAP Login - Microsoft Internet Explorer o ]

File Edit ‘Wew Favorites Tools  Help | 11'

= = = = A - 34
@Back 5 .‘_)1 " \ﬂ |§] _l\J | !,_]Search &;:{‘Favurites {fi| G- ..L_,___,- 1 _l E

Address I:@I http:fflocalhost MCAP login, aspx:

| Eleo |uinks »

Logout ﬂ

Welcome, Steve Hartmann

Applications - Litilities -

:;(: (& 1C1 I F I( SEaI(:h |

CorRecs
lzsue Tracker
Applications

Judicial FICA

Ex-ballet teacher

now hoot-scootin’ Change Password MCAP Help Desk
boogies 91-year-old Change your password for MCAP. « Submit an ertar repot.
still 'Dancing - Ask a question.
Through Life' = Download user guides.

= View frequently asked guestions.

Maomi Melson loves to dance.

She has performed her share of To report problems with the Michigan Court 2pplication Partal, please visit our Help Desk.
plies and piroueﬂes over the Thiz site has been optimized for Microsoft Internet Explorer 5.x and above.

past nine decades, and has
taught ballet. [more]

Current Weather

[sBo08  Gol

-
4| |

|.§'| Daone l_ I_ I_ I_ I_ |‘-_.j Local intranet 4

Figure 3: MCap Screen with Application Menu
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5. Navigation

The Judicial FICA application has two menu structures to make navigation easy and always
available. When you access the application through the MCap menu you navigate to the Judicial
FICA Application Main Menu (Figure 4). Also, on any page within the application, including the

main menu page, there is a menu bar immediately below the line with “Welcome, “ and your name

(Figure 5). Each item with a down arrow (v) is a drop down menu containing additional menu
items related to the visible heading. Within these drop down menus there may be items with a
right arrow (>>) which indicate a pop out menu is available with additional items related to this
heading. An item without the down arrow or right arrow is a selectable menu item which when
clicked will navigate to the appropriate page.

A. The Judicial FICA Application Main Menu

This menu allows you to select the function within the application you would like to
access. For Judicial FICA Administrators the functions available are:
e FICA Reconciliation — View, add or modify a FICA Reconciliation based on the
year and court for the selected judge.
e FICA Status — View the status of FICA Reconciliations based on year and court.

We will go into more detail on each of these in the section for the individual screen.

Judicial FICA Application Administrator Manual Page
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; Judge FICA - Menu - Microsoft Internet Explorer 1ol x|

File Edit Wiew Favorites Tools Help | l":'

= - o J'-‘ v i
Qe - O - (] B | P s Jfgramnes @)

Address I@J http:fflacalhost {JudgeFica2005 Menu, aspx j = [ |Links i

' ) Michigan Court
| Application Portal

Welcome, Tommy FICA Tester

Logout =

= W .
-~ Judicial FICA Main Menu

FICA Recanciliation  FICA Status Utilities >
Menu Options
FICA Reconciliation FICA Status
Wiew, Add or Modify Judicial FICA Detail infarmation. Wiew Status Detail information.

To report problems with the Michigan Court Application Portal, please visit our Help Desk

-
|i&] Done [0 o [%J Lacal intranet 5

Figure 4: Judicial FICA Main Menu

B. The Judicial FICA Drop-Down Menus

I. The Menu Bar (Figure 5)

Reconciliation is the first item in the menu bar. This item will navigate directly to
the Reconciliation Screen when clicked. Fica Status is the second item and will
navigate to the Status Screen when clicked. The Utilities menu item is actually a
MCap menu structure and contains a drop-down list illustrated in Figure and a
sub-menu illustrated in Figure .

Michigan Court 4 i : Logout
Ap;;;igu:; pm.;,; Judicial FICA Main Menu

Welcome, Steve Hartmann

Menu Bar FICA Heconciliation  FICA Status Ltilities

Figure 5: Menu Bar
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Il. The Utilities Menu (Figure )

This menu is a MCap structure which allows navigation to the MCAP Home,
Change Email screen, Change Password screen, Phone Lookup screen and a sub-
menu with Help Desk items.

FICA Reconciliation  FICA Status Litilities >
MCAF Home
Menu Options Change Email
Change Passward
S
FICA Reconciliation FICA Status Help Desk 2
Yiew, Add or Maodify Judicial FICA Detail infarmation. “iew Status Detail information. Phone Look Up

Figure 6: Utilities Drop-Down Menu

lll. The Utilities Menu’s Help Desk Sub-Menu (Figure )

This menu is a MCap structure which allows navigation to screens for submitting
an error report, submitting a question, downloading user guides and viewing the
frequently asked questions (FAQ) page.

FICA Reconciliation  FICA Status Litilities 7
MCAF Home
Menu Options Change Email
Change Password
FICA Reconciliation FICA Status Submit an errar report

Yiew, Add or Modify Judicial FICA Detail information. “ew Sta Netail infr~gtion| Ask a gquestion
Help Desk Menu ]
Download user guides

“iew frequently asked questions

Figure 7: Help Desk Sub-Menu in the Utilities Drop-Down Menu

6. Reconciliation

To access a reconciliation record, navigate to the Reconciliation screen, select the year@, select
the court@, and then select the judge@. If a record is available the screen will be filled with
information from the database which matches the selected criteria. If there is no record for this
judge, in the selected court, during the selected year the values will be filled with zeros and ready
for a new record to be created. Either way you only need to fill in the information and click save
for a new record to be created or the current record to be changed. The elements of this screen

are:

Name Description Usage

Year Dropdown containing the available years. Select a different year and the court dropdown is
updated to contain courts available in that year.

Court Dropdown containing the available courts. | Select a court and the judge and funding unit
dropdowns are updated.

Judge Dropdown containing the available judges. | Select a judge and the form is updated with data for
the judge within the selected court for the selected
year.

Judicial FICA Application Administrator Manual Page 7




Name Description Usage

Funding Unit | Dropdown containing the available funding | Select the appropriate funding unit.
units.

Status Label containing the status of the currently | Not an editable field.
selected reconciliation.

Paid By Label containing the paid by status of the Not an editable field.
currently selected reconciliation.

Time period | Start date of the first time period for the Not an editable field.

start selected reconciliation.

Time period | End date of the first time period for the Not an editable field.

end

selected reconciliation.

Go to Second

Link to move to the second page or first

Click to move to the second page or first. This will

/ First Page page of the reconciliation. This only also save any changes made to the page you are
appears for Probate Court reconciliations as | leaving.
Circuit and District Court reconciliations
only have one page.
Save Save button Click to save the reconciliation.
Base Salary Judge’s base salary for the selected time Add or modify as needed.
period.
e | Longevity Judge’s longevity pay for the selected time | Add or modify as needed.
-g period.
® | Cashinlieu | Judge’s Cash in lieu of fringe benefits for Add or modify as needed.
@ | of fringe the selected time period.
%‘ benefits
‘tn_v Other Salary | Judge’s other salary for the selected time Add or modify as needed. If there is a value here the
< period. Explain Other box must be filled in.
O | Explain Explanation of other salary item. Add or modify as needed.
L | Other
Salary Subtotal of judge’s salary items. Automatically calculated from the judge’s salary
Subtotal items.
Family Care | Judge’s family care account expenses for Add or modify as needed.
5 Accounts the selected time period.
5 Child Care Judge’s child care account expenses for the | Add or modify as needed.
3 Accounts selected time period.
> Medical Care | Judge’s medical care account expenses for | Add or modify as needed.
@ | Accounts the selected time period not including
{n" deferred compensation.
% | Other Judge’s other exempt salary expenses for Add or modify as needed. If there is a value here the
£ the selected time period. Explain Other box must be filled in.
3 Explain Explanation of other exempt salary item. Add or modify as needed.
Other
(j Exempt Subtotal of all of the judge’s exempt salary | Automatically calculated from the judge’s exempt
L | Salary entries. salary items.
Subtotal
- IRS imputed | Judge’s IRS imputed value for life Add or modify as needed.
_‘g insurance coverage over $50,000.
& | Vehicle Judge’s Vehicle allowance for the selected | Add or modify as needed.
ﬁ allowance time period.
& | Personal Judge’s Personal mileage on funding unit Add or modify as needed.
e mileage owned vehicle for the selected time period.
8 Other Judge’s other Taxable Benefits for the Add or modify as needed. If there is a value here the
% selected time period. Explain Other box must be filled in.
% | Explain Explanation of other Taxable Benefits item. | Add or modify as needed.
= | Other
g Taxable Subtotal of all of the judge’s taxable Automatically calculated from the judge’s taxable
ic | Subtotal entries. items.

Judicial FICA Application Administrator Manual
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FICA Non-Taxable Payments Section

Name Description Usage

Healthcare Judge’s Portion of Healthcare Premiums Add or modify as needed.
Premiums for the selected time period.

Dental Care | Judge’s Dental Care Premiums for the Add or modify as needed.
Premiums selected time period.

Vision Care | Judge’s Vision Care Premiums for the Add or modify as needed.

Premiums selected time period.

Other Judge’s other Non-Taxable Benefits for the | Add or modify as needed. If there is a value here the
selected time period. Explain Other box must be filled in.

Explain Explanation of other Non-Taxable Benefits | Add or modify as needed.

Other item.

Non-Taxable

Subtotal of all of the judge’s non-taxable

Automatically calculated from the judge’s non-

Subtotal entries. taxable items.

Taxable Judge’s total taxable salary for the time Automatically calculated by adding the Salary

Salary period. Subtotal, subtracting the Exempt Salary Subtotal,
Adding the Taxable Benefits Subtotal and
subtracting the Non-Taxable Payments Subtotal.

FICA Judge’s FICA OASDI for the selected time | Add or modify as needed.

OASDI period.

FICA Judge’s FICA Medicare for the selected Add or modify as needed.

Medicare time period.

Save Save button Click to save the reconciliation.

Go to Second
/ First Page

Link to move to the second page or first
page of the reconciliation. This only
appears for Probate Court reconciliations as
Circuit and District Court reconciliations
only have one page.

Click to move to the second page or first. This will
also save any changes made to the page you are
leaving.
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File Edit Wew Fawarites Tools Help ]

z 3 = =
& - | - b, ) el i £
| ol Back =2 ‘ﬂ EI ul ‘ P, Search o ¢ Favarites €

Address I.@j http: fflocalhost] JudgeFicaz005/ ContactReconciliation. aspx L! Go | Links *

' Michigan Court T =
Application Portal

elcome, Steve Hartmann

—
- Judicial FICA Reconciliation

FICA Reconciliztion Adrministration = FICA Reparts — Litilitie=s o
vear: 2003 x(1) Court: | 022 - 22nd District Court ~(2)
Judge: | Honorable Judge’s Name Here @ Funding Linit: |Inkster City jJ
otatus:Certified Faid By:YES

Save |
Diata for time periodleanuary 1, 2003 _IDecemher 31, 2003 First Paydatel1Q’QDDS "I Last Paydate|12’r18"|2003 vI

1. Salary [January 1, 2003 - December 31, 2003]

Base Salary |$45,?24.12 Longevity IﬂiEI.DD
Cash in lieu of fringe benefits IEBD.DD Other” |$D.DD

*Explain "Other" |$45 J24.12

Family care accounts |$D.DD Child care accounts |$D.DD
Medical care accounts [excluding deferred compensation] |$EI.DD Other® |$EI.DD

*Expiain "Other" |$EI.EIEI

2. FICA Exempt Salary

3. FICA Taxable Benefits

IRS imputed walue for life insurance coverage ower $50,000 |$EI.DD Yehicle allowance |$EI.DD
Personal mileage on funding unit owned vehicle |$EI.DD Other* |$EI.DD

TExplain "Other" |$EI.EIEI

4. FICA NonTaxable Payments

Judge's Portion of Healthcare Premiums |$EI.DD Dental Care Premiums |
Yision Care Premiums IﬂiD.DD COther” I$4EIEE.?'2

“Explain "Other" | [$408 72
5. FICA Taxable Salary |$f15,315.40 |
6. FICA OASDI paid January 1, 2003 - December 31, 2003 |$EI.EIEI
7. FICA Medicare paid January 1, 2003 - December 31, 2003 |$EI.EIEI |

Figure 8: Reconciliation Page

7. Status

The Status page lists the reconciliations for all your judges in all of your courts for the year listed.
This can be narrowed down by selecting a court type (Circuit, District or Probate) and / or a
specific court and / or all records with a specific status. The elements of this screen are:

Name Description Usage

Year Dropdown containing the available Select a different year and the court dropdown is
years. updated to contain courts available in that year.

Court Type Dropdown containing the available court | Select a court type and the court drop-down list
types; Circuit, District and Probate. entries will be restricted to courts of the selected

type.

Court Dropdown containing the available Select a court and the judge and funding unit

courts. dropdowns are updated.

Judicial FICA Application Administrator Manual Page 10



reconciliations.

Name Description Usage
Rows to Display Dropdown containing a list of numbers Select the number of rows you want displayed.
ranging from 20 to 1000. 20 is the default and will list 20 records. 1000 is
the largest and, in most cases will list all records.
Status Dropdown containing the status types. Select a status and the list will be restricted to
records with that status.
View Email Log Link to open a window that displays the | Click to view the email log page.
status of email attempts.
Mail Button used to send email to the selected | Click to send email.
Contacts.
Certify Button used to certify reconciliation Click to certify (change the status field to
records. Certified) the selected records.
Go To Page Dropdown listing the name of the court Select a court name to move to the page with that
that first appears on the associated page. | as the first court on the page.
First Link to the first page in the list of Click to move to the first page.
reconciliations.
Previous Link to the previous page in the list of Click to move to the last page you had left; the
reconciliations. previous page.
Page x of y Label showing what page we are on out | Not a clickable field.
of the number of total pages available.
Next Link to the next page in the list of Click to move to the next page.
reconciliations.
Last Link to the last page in the list of Click to move to the last page.
reconciliations.
Select All to Checkbox to select all to certify. Click to select or deselect all of the visible
Certify records to be certified. If the page size is 20, only
the 20 rows listed can be seen and changed. To
S certify all or multiple reconciliations on different
T pages either select, certify, move to a different
g page, select, certify, etc. or select enough Rows to
5 Display to list all of the available rows, then
° select all and certify.
% Header Labels Court, Judge, Funding Unit, Paid By, These are the headers for the columns. They are
Status and Contact Name. no clickable.
Salary Subtotal Subtotal of judge’s salary items. Automatically calculated from the judge’s salary
items.
c | Certify Checkbox to select this record to certify. | Click to select or deselect this record to certify.
'-% Court Name Label which displays the court’s name Not clickable.
* Judge Name Judge’s name as a hyperlink. Click to navigate to the reconciliation record for
g the selected person.
& | Funding Unit Label which displays the funding unit’s Not clickable.
S | Name name
% | Paid By Label which displays if the funding unit | Not clickable.
% pays or not
S Status Label which displays the status of the Not clickable.
o reconciliation.
¥ | Contact Name Label which displays the contact’s name | Not clickable.
Certify Button used to certify reconciliation Click to certify (change the status field to
records. Certified) the selected records.
Go To Page Dropdown listing the name of the court Select a court name to move to the page with that
that first appears on the associated page. | as the first court on the page.
First Link to the first page in the list of Click to move to the first page.

Judicial FICA Application Administrator Manual
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Name Description Usage

Previous Link to the previous page in the list of Click to move to the last page you had left; the
reconciliations. previous page.

Page x of y Label showing what page we are on out | Not a clickable field.
of the number of total pages available.

Next Link to the next page in the list of Click to move to the next page.
reconciliations.

Last Link to the last page in the list of Click to move to the last page.
reconciliations.

Status Page - Microsoft Internet Explorer 10O x|
File Edit ‘iew Favorites Tools Help | ﬂ'
. ~ 0 )
@Back > B \ﬂ \ELI _]_\I ‘ 7 ! Search ‘:::/ Favorites Q? oy W - | E

Address l@ﬁ http: fflocalhost{JudgeFica2 005 Skatus, aspsx j Ga | Lirks **

-

_j Logout i

» Michigan Court ~ Judicial FICA Status

Application Portal

Tormry FICA Testar

FICA Reconciliation FICA Status Ltilities <

o

Year IQDD? ‘,I Court Typa: I Yl Court: j Rovus to display: Im vI
Stﬂtusil vl Wigw Email Log

Certify | Goto Pagelard Circuit Court vI First Frevious Page 1 of 4 Hesd Last

o Court Judge Funding Lrit PaidBy Status Cortact Hame

[~ 3rd Cireuit Court hidae Name Here Wayne County Jr. Tommy FICA Tester

[T =0d Cireuit Court Judge Name Here Wiayne County YES Cedified  Mr. Tommy FICA Taster

[T Z0d Circuit Court Judge Name Here Nfayne County hdr. Tommy FICA Tester

™ =rd Circuit Court Judge Name Here fayne County hir. Tommy FICA Tester

T =rd Circuit Court Judqe Name Here Wiayne County fdr. Tommy FICA Tester

I =rd Circuit Court Judge Name Here : Wayne County M. Tommy FIGA Tester

I~ 3rd Circuit Court Jud_qe Name Here Wayne County bdr. Tommy FICA Tester

I =rd Circuit Court Judge Name Here Wayne County M Tommy FIGA Tester

™ 3rd Circuit Court Judae Name Here Wiayne County hoir. Tommy FIGA Tester

I 2rd Circuit Court Judge Name Here Wayne County hdr. Tommey FICA Tester

T 20d Circuit Court Judqe Name Here Wiayne County tlr. Tommy FIGA Tester

T =rd Circuit Court Judge Name Here Wrayne County tir. Tommy FIGA Tester | |

™ 3rd Circuit Court Jiuidae Name Here Wiayne Cournty tilr. Tammy FIGA Tester

T =nd Circuit Court Judge Name Here Wiayne County tir. Tommy FIGA Tester

T 2id Circuit Court Jud_qe Name Here Wiayne County tlr. Tommy FIGA Tester

T =nd Circuit Court Judge Name Here Wiayne County tir. Tommy FICA Tester

I~ &rd Circuit Court Judge Name Here Miayne County hir. Tammy FICA Testar Ll
|&] Done [0 o [%J Localintranet 4

Figure 9: Status Page
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8. Certification

Clicking on the Certify button will navigate to the Certify page. The Certify page contains a list
of the reconciliations that were selected for certification on the status page. To certify these

reconciliations the agreement checkbox must be checked and the Certify button clicked. The
elements of this screen are:

Name Description Usage
Submitted Name of current user. View only.
By
On Date of this submission (today’s date) View only.
At Time of submission. View only.
Year Dropdown containing the available funding | View only.
units.
Judge Column containing the judge’s name. View only.
g Funding Unit | Dropdown containing the available courts. | View only.
mO Court Dropdown containing the available judges. | View only.
Year Dropdown containing the available funding | View only.
units.
Agreement Click to agree to certification. Click to agree to certification.
Checkbox
Certify Certify button. Click to certify the reconciliations. This can only be
clicked after the Agreement Checkbox has been
checked.
Cancel Cancel button. Click to cancel the certification and return to the
Status Page.

Michigan Court
Application Portal

Logout

Judicial FICA Certification

Welcome, Steve Hartmann

Reconciliation Administration == Reports b Utilities v

Judicial FICA Certification Form
Submitted by: Steve Hartmann on: 5112007 at 11:20 AM
For the following reconciliation(s):

Judge Funding Unit Court Year
Hanorable Judge Name Here Wayne County Frd Circuit Court 2007
Haonarable Judge Name Here Wayne County 3rd Circuit Court 2007
Haonorable Judge Name Here YWayne County Jrd Circuit Court 2007

Each of the above listed reconciliations have been reviewed and verified for completeness and accuracy.

™ I have read and understand the ahove statement and agree with its entirety.

L ertify | Cancel |

|»

_____ #
|i&] Done ) o o} [%:J Lacal intranst b
Figure 10: Certify Page, Agreement Not Checked
Judicial FICA Application Administrator Manual Page 13



Michigan Court =3

Welcome, Steve Hartmann

Reconciliation Administration =

Application Povtal | - Judicial FICA Certification

Reports =

Lagout

Certifyl Cancel |

| i&] Done

Each of the above listed reconciliations have been reviewed and verified for completeness and accuracy.

¥ | have read and understand the above staternent and agree with its entirety.

I_ I_ ,_ l_ l_ |_h.:! Local inkranet

Litilities v

Judicial FICA Certification Form
Submitted by: Steve Hartmann on: 5112007 at 11:20 AM
For the following reconciliation(s):

Judge Funding Unit Court Year
Honarable Judge Name Here Wayne County 3rd Circuit Court 2007
Honorable Judge Name Here Wayne County Jrd Circuit Court 2007
Hanarable Judge Name Here Wayne County 3rd Circuit Court 2007

Figure 11: Certify Page, Agreement Checked
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9. How Do I?

A. Change my password

1. Once logged into MCap you can change your password by click on the Change
Password link on the MCap main page or selecting the Change Password menu
item from the Utilities dropdown menu.

Applications

Judicial FICA, ﬂ
Change Password MCAP Help Desk
Change your password for MCAP, » Submit an error report,
/ = Ask a guestion.

» Download user guides.
= Wiew frequently asked questions,

To report problems with the Michigan Court Application Partal, please visit our Help Desk.
Thiz site has been optimized for Microsoft Internet Explorer 5. and above.

Figure 12: Change Password link on Main MCap page.

|
Litilities -
MCAR Home
Change Emaill

Change Password
Help Desk b
Fhone Look Lp

Figure 13: Change Password menu item on the Utilities dropdown menu.

2. This will take you to the Change Password Screen. Here you must enter your old
password and your new password. Your new password must be entered in each
of the last two text boxes where the second will verify the entry in the first. This
helps make sure that the password wasn’t mistyped which would keep a person
from being able to log in subsequently. Please read the six rules for password
structure on the right side of the screen. Once you have filled in the three text
boxes, click the Change Password button.
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hange Password - Microsoft Internet Explorer 100 x|

File Edit Yiew Favorites Tools Help ‘ #
) - o0 @ S : = 3 — - @

@Back - \_J e |ﬂ g ol | Search m{ Favorites £ I T L L =2 .

Address I:ghf http: ) appdey MC AP Helpj ChangePassword, aspx j a0 | Links *

T = Logout =
- Michigan Court ~ cdod

Application Porvs] Welcome to the Supreme Court Intranet

Welcome, Steve Hartmann
Applications - Ltilities -

Change Password

Old Password I Your passward must meet the following criteria:

New Paﬁwordl

Confirm Password I

Change Password |

The passwaord must be at least B characters long.

The following characters are invalid: "< = % ; /

The password must contain at least ane letter.

The password must contain at least 1 valid character that is not a letter,
The password can not start with a number.

The passward can not be a proper name or dictionary waord.

Toreport problems with the Michigan Court Application Portal, please visit our Help Desk

e
4| | ,

@ Daone i i e |‘rj Local intranet 4

Figure 14: Change Password Screen.

3. If'the password in the New Password text box does not match the password in the
Confirm Password text box an error message will appear, in read, just above the
Old Password text box.
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hange Password - Microsoft Internet Explorer 100 x|

File Edit Yiew Favorites Tools Help ‘ #
) - o0 @ S : = 3 — - @

@Back - \_J e |ﬂ g ol | Search m{ Favorites £ I T L L =2 .

Address I:ghf http: ) appdey MC AP Helpj ChangePassword, aspx j a0 | Links *

T = Logout =
- Michigan Court ~ cdod

Application Porvs] Welcome to the Supreme Court Intranet

Welcome, Steve Hartmann
Applications - Ltilities -

Change Password

Please make sure both passwords match.

Old Password I.""“" Your passward must meet the following criteria:

New Password I---------

Confirm Password I--------

Change Password |

The password must be at least B characters long.
The following characters are invalid: "< = % ; /
The password must contain at least one letter.

The password must contain at least 1 valid character that is not a letter.
The password can not start with a number.

The password can not be a proper name or dictionary word.

To repart problems with the Michigan Court &pplication Portal, please visit our Help Desk

e
4| | ,

@ Daone i i e |‘rj Local intranet 4

Figure 15: Change Password Screen with mismatch error.

4. 1If your new password violates one of the rules for password structure an error
message will appear, in read, just above the Old Password text box.

Judicial FICA Application Administrator Manual Page 17



hange Password - Microsoft Internet Explorer 100 x|

File Edit Yiew Favorites Tools Help ‘ #
) - o0 @ S : = 3 — - @

@Back - \_J e |ﬂ g ol | Search m{ Favorites £ I T L L =2 .

Address I:ghf http: ) appdeyimcapiHelp) ChangePassword, aspx j a0 | Links *

T = Logout =
- Michigan Court ~ cdod

Application Porvs] Welcome to the Supreme Court Intranet

Welcome, Steve Hartmann
Applications - Ltilities -

Change Password

Please enter a password that meets the criteria below.

Old Password I.""“" Your passward must meet the following criteria:

New Password I--------

Confirm Password I--------

Change Password |

The password must be at least B characters long.
The following characters are invalid: "< = % ; /
The password must contain at least one letter.

The password must contain at least 1 valid character that is not a letter.
The password can not start with a number.

The password can not be a proper name or dictionary word.

To repart problems with the Michigan Court &pplication Portal, please visit our Help Desk

e
4| | ,

@ Daone i i e |‘rj Local intranet 4

Figure 16: Change Password Screen with “password does not meet criteria” error.

5. Ifall is well a message will appear, in read, just above the Old Password text box
indication that your password has been changed and you may continue.
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“} Change Password - Microsoft Internet Explorer 100 x|

File Edit Yiew Favorites Tools Help | lﬂ'

Q-0 11 2% TRk

— '1|__ : ;
) Search = Favorites  45<)
F Lt

T _ﬂ = |Link5 2%
:ﬂ_ Logout =

Welcome to the Supreme Court Intranet

Application Povtal

Welcome, Steve Hartmann

Applications - Ltilities -

Change Password

Your password has heen changed.
You may use the menus above or return to the MCAP Home.

old Pamwonl' Your passward must meet the following criteria:

New Passwordl

Confirm Password I

Change Password |

The password must be at least B characters long.

The following characters are invalid: "< = % ; /

The password must contain at least ane letter.

The password must contain at least 1 valid character that is not a letter.
The password can not start with a number.

The passward can not be a proper name or dictionary word.

To repatt problems with the Michigan Court &pplication Portal, please vist our Help Desk

Kl | _>ILI

|@ Daone i i e |t_£ Local intranet 4

Figure 17: Change Password Screen, successful change.

B. Add or Update a Reconciliation Record

When adding or updating a reconciliation record the same steps are followed. Ifthe
reconciliation does not exist a new record is created and the page is immediately put into
update mode.

1. Click Reconciliation on the menu bar.
Or
Click Detail under FICA Reconciliation on the main menu.

2. On the Reconciliation Page, select the year from the drop-down list.

3. Select the court from the drop-down list.

4. Ifthe correct judge isn’t listed, select the judge from the drop-down list.

5. [If the correct funding unit is not listed, select the funding unit from the drop-
down list.

6. The dates for the time period are automatically entered based upon the judge’s

job information.
- If this information is incorrect a TCIS Administrator should be informed.
This can be done by using the “Utilities -> Help Desk -> Submit an error
report” option. The Recipient should be “JIS MCAP Help Desk” and the
Application should be “TCIS”. Explain the problem and provide the correct
information in the Comments box.

7. Enter numeric values into each of the first 4 boxes in section 1 (Salary).
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8. Ifany of these fields are 0 make sure you enter a zero (0) into the field. Fields
left blank will require a value, a number zero (0) or greater, be entered before
saving or moving to another page (if in a Probate Court reconciliation).

9. If a value greater than zero (0) is entered into the “Other field”, text must be
entered into the “Explain Other field”.

10. The sub total field, to the right of the “Explain Other field” will automatically be
calculated with the total of the first four fields in the section.

11. Enter numeric values into each of the first 4 boxes in section 2 (Exempt Salary).

12. If any of these fields are 0 make sure you enter a zero (0) into the field. Fields
left blank will require a value, a number zero (0) or greater, be entered before
saving or moving to another page (if in a Probate Court reconciliation).

13. If a value greater than zero (0) is entered into the “Other field”, text must be
entered into the “Explain Other field”.

14. The sub total field, to the right of the “Explain Other field” will automatically be
calculated with the total of the first four fields in the section.

15. Enter numeric values into each of the first 4 boxes in section 3 (Taxable
Benefits).

16. If any of these fields are 0 make sure you enter a zero (0) into the field. Fields
left blank will require a value, a number zero (0) or greater, be entered before
saving or moving to another page (if in a Probate Court reconciliation).

17. If a value greater than zero (0) is entered into the “Other field”, text must be
entered into the “Explain Other field”.

18. The sub total field, to the right of the “Explain Other field” will automatically be
calculated with the total of the first four fields in the section.

19. Enter numeric values into each of the first 4 boxes in section 4 (Non-Taxable
Payments).

20. If any of these fields are 0 make sure you enter a zero (0) into the field. Fields
left blank will require a value, a number zero (0) or greater, be entered before
saving or moving to another page (if in a Probate Court reconciliation).

21. If a value greater than zero (0) is entered into the “Other field”, text must be
entered into the “Explain Other field”.

22. The sub total field, to the right of the “Explain Other field” will automatically be
calculated with the total of the first four fields in the section.

23. As each entry was made the Taxable Salary (Section 5) was updated. This field
is calculated by adding the Taxable Benefits (Section 3) sub-total to the Salary
(Section 1) sub-total and subtracting the Exempt Salary (Section 2) sub-total and
the Non-Taxable Payments (Section 4) sub-total from the result.

24. Enter a numeric value, 0 or above, into the OASDI field (Section 6).

25. Enter a numeric value, 0 or above, into the Medicare field (Section 7).

26. If this reconciliation is for a Probate Court judge, click “Go to Second Page” and
repeat the previous steps. When moving from one page to another your entries,
for the page you exited, are automatically saved.

27. Click Save to save all of your changes.

C. Check the Status of a Reconciliation
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The Status page provides information about the Status of available reconciliations, allows
certification of reconciliations, and allows direct access to a reconciliation through the
judge’s name link.

1. Click Status on the menu bar.
Or
Click Detail under FICA Status on the main menu.

2. To reduce the number of items in the list, select from Year, Court Type, Court
and/or Status. Each item selected will restrict the results to include only those
records associated with the selection.

- If 3" Circuit Court and the year 2005 are selected, only those records
associated with the 3™ Circuit Court within the year 2005 will be listed.

- If the Court Type is set to Circuit, only Circuit courts will be listed in the
Courts drop-down list.

3. To view a record that is on a different page of the list use the navigation controls.
- There are 2 sets of page navigation controls (Figure ), located just above
and just below the list.

- The Go to Page drop-down list (Figure ) allows selection by the court that
appears first on the new page.

- The First link navigates to the first page of the list. If the currently
selected page is the first page the First link will be “grayed out” and
unavailable.

- The Previous link navigates to the page previous to the page currently
selected. If the currently selected page is the first page the Previous link
will be “grayed out” and unavailable.

- The Next link navigates to the next page in the list. If the currently
selected page is the last page the Next link will be “grayed out” and
unavailable.

- The Last link navigates to the last page in the list. If the currently selected
page is the last page the Last link will be “grayed out” and unavailable.

Goto Page |3I’d Circuit Court j First Previous Page 2 of 34 Hewxd Last

Figure 18: Page Navigation Controls

15t Circuit Court j

Gth Circuit Court -
gth Circuit Court

13th Circuit Court

16th Circuit Court

20th Circuit Court

26th Circuit Court

I1st Circuit Court

415t Circuit Court

4th Circuit Court

15t District Court

dth District Court -

Figure 19: “Go to Page” Drop-Down List
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4. To asses the status of a row, check the Status column and the Certify checkbox.
If the Status column contains a value, that value represents the status of the
associated reconciliation. If there is no value in the Status column there is either
no reconciliation record, which is indicated by the Certify checkbox being gray
and inaccessible, or the reconciliation record exists but has not been certified.

5. To Certify a reconciliation you have completed, click the Certify checkbox and
then click the Certify button which will take you to the Certify screen.

D. Certify a Reconciliation

1. Follow the steps in “B. Check the Status of a Reconciliation” to navigate to the
Status Page and identify the reconciliations which you need to certify.

2. Click on the left most checkbox for each row you want to select.

3. Ifyou are not sure if a reconciliation has been completed you can click on the
judge’s name and you will be taken to the judge’s record on the Reconciliation
screen.

4. Click the Certify button to be taken to the Certify screen.

The Certify screen (figure 6) will contain a list of the judges whose records you

selected in the status screen. This way you can review the list prior to certifying

the records.

6. Click the checkbox to indicate you have read and understand the statement.

7. Click the Certify button.

e
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